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Agency 
Department of the State Police 

Division/Unit 
Special Operations Division (SOD) 

Item 
No. 

Description Retention 

28-1 

28-2 

28-3 

28-4 

28-5 

28-6 

28-7 

28-8 

Schedule 971-70-1 replaces Schedule 971-70 in its entirety. It also 
replaces Schedules 971-28-1, 971-60, 971-71, 971-7 & 971-73 in 
their entirety as these schedules are incorporated into 971-70-1. 

ANIMAL DONATIONS 
contains completed Animal Donation Forms (MSP 28-1) and K9 
Donation Evaluation (MSP 28-11). Maintained in medical file. 

ANIMAL RELEASE 
Contains completed Animal Release Form (MSP 28-2). 

APPLICATION/REVOCATION OF CANINE (K-9) LICENSE 
Contains Licensing Div. Retire/Reassignment of K9 Form; Licensing 
Div. Applications for K9 license 

APPLICATION FOR K-9 UNIT 
Contains Detail Reports, Endorsements, Resume scoring sheets, 
Physical Training (PT) Test results, Oral Exam scoring sheets. Filed 
alphabetically by candidate. Incorporate trained applicants into K-9 
Personnel Information (MSP 28-5). 

K-9 PERSONNEL INFORMATION 

Maintain for the service life of the dog 
plus 3 years post-retirement, then 
destroy. 

Maintain for 3 years post-retirement, then 
destroy. 

Maintain for the service life of the dog 
plus 3 years post-retirement, then 
destroy. 

Retain all files for 2 years, then destroy. 

Contains completed K-9 Personnel Information forms (MSP 28-5) 
and miscellaneous information regarding K-9 training requests, 
special assignments, and correspondence. 

K-9 UNIT TRAINING 
Contains all files/documents related to training. Files are separated 
by year. 

TRAINING FOLDERS FOR OTHER AGENCIES 
Contains all notes, evaluation forms, K-9 Personnel Information 
(MSP 28-5) reference training other agency personnel. Filed 
alphabetically by name with agency listed on label. Maintain for the 
service life of the dog plus 3 years post-retirement and then destroy. 

SEARCH REPORTS 
Contains form MSP 28-9. Filed alphabetically by name of handler. 
File may contain up to three dogs as assigned. Files separated by 
year. 

Maintain for the service life of the dog 
plus 3 years post-retirement, then 
destroy. 

Maintain for the service life of the dog 
plus 3 years post-retirement, then 
destroy. 

Maintain for the service life of the dog 
plus 3 years post-retirement, then destroy 

Maintain for the service life of the dog 
plus 3 years post-retirement, then destroy 

Approved by Department, Agency, Division or Unit Representative 

Date: January 9, 2014 

Signature: L ^ ^ ^ ^ l ^ i - ^ ^b**^- ^ 
Type Name: Thomas L. Vondersmith, Jr. 

Title: Department Records Retention & Disposal Schedule Manager 

Schedule Authorized by State Archivist 

Date: 

Signature: 

DGS 550-1 (Rev. 10-92) 



Department of General Services 
Records Management Division 

Schedule No. 971-70-1 

RECORDS RETENTION and DISPOSAL SCHEDULE 
(Continuation Sheet) Page 2 of 4 

Item 
No. 

Description Retention 

28-9 CANINE (K-9) UNIT DOGS" 
HISTORY/MEDICAL/MISCELLANEOUS RECORDS 
Contain copy of forms MSP 28-1, 28-2, vaccine records, medical 
records, miscellaneous donation papers from donor. 

Maintain for the service life of the dog plus 
3 years post-retirement, then destroy. 

28-10 K-9 TRAINING AID ACCOUNTABILITY LOG 
Contains log used to sign out/in training aids. Maintained in K9 
enter bunker. Completed log audit forms are kept at the K9 Unit in 
Waterloo. 

Maintain for 5 years, then destroy 

28-11 
CONTROLLED DANGEROUS SUBSTANCE (CDSl/EXPLOSIVE 

28-11 TRAINING AID INVENTORY/LOSS REPORTS 
Contains reports of damage or loss to aids while training and a 
separate inventory form for all CDS/Explosive Training Aids (MSP 
form #'s pending). Inventory/audit is completed twice a year. 

Maintain for 5 years, then destroy. 

28-12 
K-9 POLICIES & PROCEDURES MANUAL MSP 28-06 Retain until superseded, then destroy. 

60-1 
MOTOR UNIT MANUAL 
Policies and procedures associated with troopers operating motor 
cycles. 

Retain until superseded, then destroy 

60-2 
MOTOR UNIT APPLICATION PROCESS For accepted applicants - maintain for 

length of time member remains on the unit 
plus 3 years then destroy; for applicants 
not accepted - maintain for 3 years, then 
destroy. 

60-2 Contains application associated paperwork for troopers applying to 
join the Motor Unit. 

For accepted applicants - maintain for 
length of time member remains on the unit 
plus 3 years then destroy; for applicants 
not accepted - maintain for 3 years, then 
destroy. 

60-3 MOTOR UNIT TEAM ROSTER Retain current rosters, destroy outdated 
copies. 

60-4 MOTOR UNIT TRAINING FILES 
Includes attendance forms and certificates. 

Retain for 10 years for court, then destroy. 

60-5 ALL TERRAINE VEHICLE (ATV) TRAINING 
Contains Training Manual and list of personnel certified to operate 
an ATV. 

Retain until superseded, then destroy. 

60-6 

70-1 

ELIGIBILITY LIST OF CURRENT ATV RIDERS 
Retain 3 years, then destroy. 

60-6 

70-1 MOBILE FIELD FORCE MANUAL 
Retain until superseded, then destroy. 

70-2 SUPPORT ACTIVITIES 
Includes files on requests for security, support (e.g., inauguration, 
festivals, sporting events). 

Retain 5 years, then destroy. 

70-3 
70-4 

VACANT 
VACANT 

70-5 TACTICAL EQUIPMENT INVENTORY LOG 
List of tactical equipment items and where located. 

Retain 10 years, the* desirey. 

70-6 TACTICAL TRAINING SCHEDULES 
Yearly schedules for tactical training. 

Retain 2 years, then destroy. 

DGS 550-1A(Rev. 10-92) 



Department of General Services Schedule No. 971-70-1 
Records Management Division 

RECORDS RETENTION and DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 3 of 4 

Item 
No. 

Description Retention 

70-7 TACTICAL AND MASS ARREST PROCEDURES MANUAL 
Procedures for tactical and mass arrest incidents. 

Retain until superseded, then destroy. 

70-8 
DISASTER PLANS 
Includes plans for prisons, nuclear/power plants, and all county 
disaster/emergency plans. 

Retain current plans, destroy outdated 
copies. 

71-1 
STRATEGIC TACTICAL ASSAULT TEAM ELEMENT (STATE) 
TEAM ROSTERS 
Includes call-out rosters and personnel information sheets. 

Retain current roster, destroy outdated 
copy. 

71-2 
STATE ON-CALL SCHEDULES 
On-call schedules for current/future year. 

Retain current schedules, destroy outdated 
copy. 

71-3 
STATE AFTER ACTION REPORTS 
File includes after action reports from call-outs and completed 
Cost Analysis forms (MSP 138) attached to the After Action 
Reports. 

Retain 10 years, then destroy. 

71-4 
MONTHLY TRAINING BOOKLETS 
Includes attendance forms, syllabi, court summonses, itinerary 
and training. Booklets also contain Quarterly Weapons 
Qualification score sheets and course outline. Sniper Course 
training booklets are also included. Files are arranged by month. 

Retain for 10 years, then destroy. 

71-5 SPECIAL TRAINING FILES 
Files include training of allied agencies and special assignments 
regarding training or equipment use. 

Retain for 10 years, then destroy. 

71-6 

71-7 

COURSE SYLLABI 
Files include course syllabi for Entry-Level Basic STATE Training, 
Sniper Training and STATE training other than monthly training. 

EQUIPMENT SPECIFICATIONS 
Includes specs written for requisitions to Quartermaster Division 
and equipment brochures. 

Retain until superseded, then destroy. 

Retain for life of equipment,-T4M desbvy. 

72-1 

72-2 

72-3 

UNDERWATER RECOVERY TEAM (URT) MANUAL Retain until superseded, then destroy. 72-1 

72-2 

72-3 

Procedures relevant to URT incidents. 

URT TEAM ROSTERS 
Retain current rosters; destroy outdated 
copy. 

Retain current schedules; destroy outdated 

72-1 

72-2 

72-3 

Names of personnel on the URT, 

URT ON-CALL SCHEDULE 

Retain current rosters; destroy outdated 
copy. 

Retain current schedules; destroy outdated 

72-1 

72-2 

72-3 
Contains on-call schedules for current/future year. copy. 

72-4 URT APPLICATION PROCESS 
Also contains all application associated paperwork. 

For accepted applicants - maintain for 
length of time member remains on the unit 
plus 3 years then destroy. For applicants 
not accepted - maintain for 3 years, then 
destroy. 

DGS 550-1A (Rev. 10-92) 



Department of General Services 
Records Management Division 

RECORDS RETENTION and DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 971-70-1 Department of General Services 
Records Management Division 

RECORDS RETENTION and DISPOSAL SCHEDULE 
(Continuation Sheet) Page 4 of 4 

Item 
No. 

Description Retention 

72-5 REQUEST FOR DEMONSTRATIONS 
Contains requests for static displays for URT for civic/MSP 
functions. Files include completed Cost Analysis Form (form 
MSP 138). 

Retain for 3 years, then destroy. 

72-6 URT DIVE PLANS Retain for 3 years, then destroy. 

Contains pre-dive plans and Estimated Cost Analysis form (form 
MSP 138) attached to pre-dive plan report. 

72-7 URT AFTER ACTION REPORTS Retain for 3 years, then destroy. 

Contains after action reports from call-outs and completed Cost 
Analysis form (form MSP 138) attached to after action reports. 

72-8 URT TRAINING FILES Retain for 10 years for court, then destroy. 
Contains attendance forms, syllabus, court summons, itinerary 
and other training materials. 

72-9 EQUIPMENT SPECIFICATIONS 
Contains specs written for requisitions to Quartermaster Division 
and brochures. 

Retain for life of equipment, then destroy. 

72-10 
URT CORRESPONDENCE 
Contains all form 17's, letters, etc. pertaining to URT. 

Retain for 3 years, then destroy. 

73-1 HOSTAGE RECOVERY TEAM (HRT) ROSTERS 
Includes call out rosters and personnel information sheets. 

Retain current rosters; destroy outdated 
copy. 

73-2 HRT ON CALL SCHEDULES Retain current schedules; destroy outdated 
On-call schedules for current/future year. copy. 

73-3 HRT AFTER ACTION REPORTS Retain for 5 years, then destroy. 
File includes after action reports from call-outs and completed 
Cost Analysis form (MSP form 138) attached to the after action 
reports. 

73-4 HRT Traininq Files 73-4 
ncludes attendance forms and certificates. Retain for 10 years tor Court, then destroy. 

73-5 HRT Policv and Procedure Manual 
Policies and procedures relevant to HRT responding to incidents. Retain until superseded, then destroy. 

DGS 550-1 (Rev. 10-92) 



Instructions - T v D e o r Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

i V P 
PAGE J. C _ t CI 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

K9 Unit 

DEFINITION - RECORD SERIES. A qroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
a. Record Series Title 
28-1 Animal Donation Form -

S. Earliest Year/Latest Year 

2010- 9mm&£t 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains completed Animal Donation Forms (MSP 28-1) and K9 Donation Evaluation forms 
(MSP 28-11). Maintained in medical file. 
7. Record Series Format(s) List all 

X • Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (sDecifvl 

8. Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

9. Volume 

X File Drawer(s) 

Microfilm Reel(s) 

I Computer Tape (s ) 
Number 

Other (specify)^ 

7. Record Series Format(s) List all 

X • Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (sDecifvl 

8. Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 

Less than M i c r o f i l m R e e l ( s ) 

Computer Tape(s) 
Number -L Other (specify) 

11. File is Used 

Daily Weekly Monthly Annually XX As Neede< 
12. File Becomes Inactive After 

I 3 Month(s) X Year(s) Post-
Number Retiremt 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington B lvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for service life of dog plus 3 years 
post retirementf then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 
10-30-13 

DGS 550^f (Rev. 1/93) 



Instructions -TvDe or Print a seDarate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

, 4 8 
PAGE 2 <* 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

K9 Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

2 8 - 2 Animal Release 
5. Earliest Year/Latest Year 

204O°££Bse3t o (3 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains ccmpleted Animal Release form (MSP 2 8 - 2 ) . 

7. Record Series Format(s) List all 

X • Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other isoeaM 

8. Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

1 Computer Tape(s) 
Number 

Other (specify) 

7. Record Series Format(s) List all 

X • Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other isoeaM 

8. Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Less than Microfilm Reel(s) 

1 Computer Tape(s) 
Number Other (specify) 

11. File is Used 

Daily Weekly Monthly Annually X As needed 
12. File Becomes Inactive After 

3 M o n t h s X Year.s)Post 
Number Retiremt 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

i4. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes x N ° 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Maintain for 3 years post retirement, 
then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

10 -30 -13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -TvDe or Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

3 4 ^ 
PAGE J Ol 1 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unil 

K9 Unit 

DEFINITION - RECORD SERIES: A qroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4 Record Series Title 
28-3 Application/Revocation of Canine (K9) License 

5. Earliest Year/Latesl Year 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the 

Contains Licensing Division Retire/Reassignment of K9 for 
for K9 license. 

series. Include the purpose or function of the series.) 

m; Licensing Div. Applications 

7. Record Series Fotmal(s) List all 

X . Letter Size 

Legal Size 

Audio Tape 

Bound Book 

Other (spectfy) 

Microfilm 

Computer Tape 

Floppy Disk 

Video Tape 

8. Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

X File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Less than Microfilm Reel(s) 

1 Computer Tape(s) 
Number Other (specify) 

11. Fie is Used 

Daily Weekly Monthly Annually X As needed 
File Becomes Inactive After 

Month(s) 
Number 

X Year(s)Post 
Retiremt 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operat ions Division 
7777 Wash ing ton Bivd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X N o 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

18. Recommended Retention 

Yes X No 
Maintain for service life of dog plus 3 
years post retirement , then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 
10-30-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T v D e or Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

4 M" % 
PAGE ^ Or _ 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

K9 Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention a n d disposition purposes. 
4 Record Series Title 
28-4 Application for K9 Unit 

5. Earliest Year/Latest Year 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains Detail Reports, Endorsements, Resume scoring sheets, Physical Training (PT) 
test results, Oral Exam scoring sheets. Filed alphabetically by candidate. Incorporate 
trained applicants into K9 Personnel Information (MSP 28-5). 
7. Record Series Format(s) List all 

. Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X Other (speafyl__BiQder 

8. Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

Number Other (specify) 

11. File is Used 

Daily Weekly Monthly Annually X As needed 
12. File Becomes Inactive After 

_2 . Month(s) 
Number 

X Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain all files for 2 years then destroy. 

19 Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
21. Date 
10-30-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a s e D a r a t e form f o r 

each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T v D e or Print a s e D a r a t e form f o r 

each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 
PAGE 5 C f 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

K9 Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

18-5 K9 Personnel Information 
5. Earliest Year/Latest Year 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains completed K9 Personnel Information forms (MSP 28-5) and miscellaneous information 
regarding K9 training requests, special assignments, and correspondence. 

7. Record Series Format(s) List all 

X • Letter Size Microriim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

9. Volume 

X File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 
Number 

Olher (specify) 

7. Record Series Format(s) List all 

X • Letter Size Microriim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Less than Microfilm Reel(s) 

1 Computer Tape(s) 
Number Other (specify) 

1 1 . File is Used 

Daily Weekly Monthly Annually X As needed 
12. File Becomes Inactive After 

3 Month(s) X Yearfs) Post 
Number Retiremt 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Maintain for the service life of the dog 
plus 3 years post retirement, then destroy. 

is. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 
10-30-13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a seoarate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

6 43 
P A G E _ _ O OF _ 

1 . Department/Agency 

Department of State Police 
Division 

Special Operations Division 
3. Unit 

K9 Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

28-6 K9 Unit Training 
5. Earliest Year/Latest Veer 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains all files/documents related to training. Files are separated by year. 

7. Record Series Format(s) List all 

X Letter Size Micronim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (sDecitvl 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

10 
Computer Tape(s) 

Number 
Other (spedfy)_ 

7. Record Series Format(s) List all 

X Letter Size Micronim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (sDecitvl 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

Number Other (specify) 

1 1 . Fas is Used 

Daily Weekly X Monthly Annually 

12. File Becomes inactive After 

3 . MonthCs) X Year(s) Post 
Number Retiremt 

i3. Current Location(s) (Bldg., Floor, Room) 
Specia l Operations Divis ion 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or 
office.) 

Yes X N° 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Maintain for the service life of the dog 
plus 3 years post retirement, then destroy. 

19 Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 
10-30-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a seoarate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

7 4- % 
PAGE J i • 

I 1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unil 

K9 Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

1 a. Record Series Title 

28-7 Training Folders for Other Agencies 
5. Earliest YearA atost Year 

^potT -hi 9~c> I 3 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains all notes, evaluation forms, K9 Personnel Information forms (MSP 28-5) reference 
training other agency personnel. Filed akphabetically by name with agency listed on label. 

7. Record Senes Formal(s) List all 

'. Letter Size Microfilm 

Lejai size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X other fsDeaM Binder 

8. Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

9 Volume 

X File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 
Number 

Other (specify) 

7. Record Senes Formal(s) List all 

'. Letter Size Microfilm 

Lejai size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X other fsDeaM Binder 

8. Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Less than Microfilm Reel(s) 

]_ Computer Tape(s) 
Number Other (specify) 

11. File is Used 

Daily Weekly Monthly Annually X As Needed 
12. File Becomes Inactive After 

3 - Month(s) x Y e a r ( s ) P o s t 

Number Retiremt 

I 13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

I 15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for service life of the dog plus 
3 years post retirement then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
" iB*3i - i3 

DGS 550-4 (Rev. 1/93) 



Instructions -Tvr>e or Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE r OF _ - ' _ 

1 . Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

K9 Unit 

DEFINITION - RECORD SERIES: A qroup of related records normally filed and used as a unit for reference as well a s retention and disposition purposes. 

4. Record Series Title 
28-8 K9 Unit Search Reports 

5. Earliest Year/Latest Year 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains for MSP 28-9. Filed alphabetically by name of handler. Filemay contain up 
to three dogs as assigned. Files separated by year. 

7. Record Series Format(s) List all 

X; Letter Size Microfilm 

Legal sue Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Senes Sequence 

X Alphabetical by year 
Numerical 

Chronological 

Geographical 

Other (specify) 

9. Volume 

X File Drawer(s) 

Microfilm Reel(s) 

4 
Computer Tape(s) 

Number 
Other (specify)^ 

7. Record Series Format(s) List all 

X; Letter Size Microfilm 

Legal sue Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Senes Sequence 

X Alphabetical by year 
Numerical 

Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

Number Other (specify) 

1 1 . File is Used 

Daily Weekly Monthly Annually X As neede< 
12. File Becomes Inactive After 

1 3 Month's) X Yearfs) Post 
Number Retiremt 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, M D 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for service life of the dog plus 
3 years post retirement, then destroy. 

19 Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 

21. Date 10-31-13 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

1. Department/Agency 

Department of State Police Special Operations Division K9 Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
< Record Series Title 
28-9 K9 Unit Dogs' History/Medical/Miscellaneous Records 

5. Earliest Year/Latest Year 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contain copy of forms MSP 28-1, 28-2, vaccine records, medical records, miscellaneous donation 
papers from donors. 

7. Record Series Format(s) List all 

X • Letter Size 

Legal Size 

Audio Tape 

Bound Book 

Other (specify) 

Microfilm 

Computer Tape 

Floppy Disk 

Video Tape 

8 Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

X File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Less than Microfilm Reel(s) 

^ Computer Tape(s) 
Number Other (specify) 

11. File is Used 

Daily Weekly Monthly Annually ^ As needed 
12. File Becomes Inactive Alter 

Number 
Month(s) X Year(s)Post 

Retiremt. 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operat ions Division 
7777 Washington Blvd 
Jessup, M D 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for the service life of the dog plus 
3 years post retirement then destroy. 

9. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
Date 10-31-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

10 ^ $> 
PAGE OF t • IS 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

K9 Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4, Record Series Title 

28-10 K9 Training and Accountability Log 
5. Earliest Year A a test Year 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains log used to sign out/in training aids. Maintained in K9 Center bunker. 
Completed log audit forms are kept at the K9 Unit in Waterloo. 

7. Record Series Format(s) List all 

* \ Letter Size Microriim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

X File Drawer(s) 

Less than Microfilm Reel(s) 
1 

Computer Tape(s) 
Number 

Other (specify)_ 

7. Record Series Format(s) List all 

* \ Letter Size Microriim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Less than Microfilm Reel(s) 

Computer Tape(s) 
Number Other (specify) 

11 . File is Used 

Daily Weekly Monthly Annually X As needed 
12. File Becomes Inactive After 

5 Month(s) Xyear(s) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operat ions Divis ion 
7777 Washington Blvd 
Jessup, M D 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes x N o 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain 5 years then destroy. 

is. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 

2 1 . Date 1 0 _ 3 1 _ 1 3 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

11 ^ PAGE OF 

I 1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

K9 Unit 

DEFINITION - RECORD SERIES: A qroup of related records normally filed and used as a unit for refei 
I 4. Record Series Title 
28-llControlled Dangerous Substance (CDS)/Explosive Trait 

i n n Ai(i Tnv°ntrvr" T^ss P ^ r y T t s 

5. Earliest Year/Latest Year 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 
Contains reports of damage orloss to aids while training and a separate inventory form 
for all CBS/Explosive Training Aids (MSP form numbers pending). Inventory/audit is completed 
twice a year. 

I 7. Record Series Formats) List all 

X; Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other Isoecifv: 

fi. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

^ File Drawer(s) 

L e S S than Microfilm Reel(s) 
1 

Computer Tape(s) 
Number 

Other (specify) 

I 7. Record Series Formats) List all 

X; Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other Isoecifv: 

fi. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 

Less than M l c r o f i l m Ree|(s) 
, Computer Tape(s) 

Number Other (specify) 

I 11. File is Used 

Daily Weekly Monthly Annually X As needed 
12. File Becomes Inactive After 

5 Month(s) X Yearfs) 
Number 

I 13. Current Location(s) (Bldg., Floor, Room) 
Specia l Operat ions Division 
7777 Washington Blvd 
Jessup, M D 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes x No 

I 15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

I 17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for 5 years then destroy. 

i9. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-1-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a s e D a r a t e f o r m for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

12 
PAGE t Oh _ -

1 . Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

K9 Unit 
DEFINITION - RECORD SERIES: A group of related records normally filed and used as a un i t for reference as well as retention and disposition purposes. 
4. Record Series Title 

28-12 K9 Policies & Procedures Manual MSP 28-06 
5. Earliest Year/Latest Year 

2010_.o^i c ? >-3 

e Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Self-explanatory. 

7. Record Series Formal(s) Lis! all 

. Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

X Bound Book Video Tape 

Other (sDecifv) 

fi Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

1 
Computer Tape(s) 

Number 
other (spedfy)_ Binder 

7. Record Series Formal(s) Lis! all 

. Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

X Bound Book Video Tape 

Other (sDecifv) 

fi Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

10 Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 

1 Computer TapefsJ 
Number Other (specify) Binder 

11. File is Used 

Daily Weekly Monthly Annually X As needed 
12. File Becomes Inactive After 

Superseded Month(s) Year(s) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain until superseded then destroy. 

19 Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 
11-1-13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a seDarate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

13 . ^ 
PAGE OF ' '• 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

K9 Unit 

DEFINITION - RECORD SERIES: A qroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 
28-13 K9 Activity Summary 

5. Earliest Year/Latest Year 

2012̂ , 3 l o 1 2> " 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains K9 Surrmary Activity Reports (Form 40). 

7. Record Series Formal(s) List all 

X Letter Size 

Legal S i z e 

Audio Tape 

Bound Book 

Other (specify) 

Mlcrof..in 

Computer Tape 

Floppy Disk 

Video Tape 

8 Record Senes Sequence 

X Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

X File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 

Other (specify)_ 

10. Annual Accumulation 

X File Drawer(s) 
Less than Microfilm Reel(s) 

1 Computer Tape(s) 
Other (specify) 

1 1 . File is Used 

Daily X Weekly Monthly Annually 

12. File Becomes Inactive After 

1 Month(s) XYearCs) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

State of Maryland Google Drive 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain 1 year then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 
11-1-13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a s e D a r a t e f o r m for 
each new o r revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 14 OF _
 <7̂ "§' 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

K9 Unit 

DEFINITION - RECORD SERIES' A qroup of related records normally filed and used as a unit for reference as well as retention ana disposition purposes. 

*. Record Series Title 
28-14 K9 Registration/License 

S. Earliest Year/Latest Year 

201Q_,„_: 
6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose o r function of the series.) 

Contains registrations for K9 licenses (MSP 29-54). Also maintained electronically 
with Licensing Division. 

7. Record Senes Fomial(s) Lisl all 

X; Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other IsDeciM 

8. Record Senes Sequence 

XAIphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

9. Volume 

X File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 
Number 

Other (specify) 

7. Record Senes Fomial(s) Lisl all 

X; Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other IsDeciM 

8. Record Senes Sequence 

XAIphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 

Less than M i c r o f i l m R e e l ( s ) 

. Computer Tape(s) 
Number Other (specify) 

11. Fie is Used 

Daily Weekly Monthly Annually X As Needed 
12. File Becomes Inactive After 

3 - Month(s) XYear(s)Post 
Number Retiremt 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 
Electronically at the Licensing Division 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for service life of dog plus 3 years 
post retirement then destroy. 

19 Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 i . Date 
11-1-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a seDarate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799 1930 

AGENCY RECORDS INVENTORY 

PAGE Z • < OF _ ' ' 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unil 

Motor Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unil tor reference as well as retention and disposition purposes. 
4. Record Series Title 

60-1 Motorcycle Unit Policies Policies & Procedures Manu 
5. Earliest Year/Latest Year 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 
Self explanatory. 

7. Record Series Format(s) List ell 

X'. Letter Size Microriim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other IsDeciM 

6. Record Senes Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

X Other (specify) Chapter 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 

X other (specily)_Pinder 

7. Record Series Format(s) List ell 

X'. Letter Size Microriim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other IsDeciM 

6. Record Senes Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

X Other (specify) Chapter 

10. Annual Accumulation 

File Drawer(s) 
. Microfilm Reel(s) 

Computer TaRe(s) 
Number X Olher (specify) Binder 

11. File is Used 

Daily X Weekly Monthly Annually 

12. File Becomes Inactive After 

Superseded M o n t n f s ) Y earfs) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain until superseded then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 
11/15/13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a s e D a r a t e f o r m for 
each new o r revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE ' r OF • 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

Motor Unit 

DEFINITION - RECORD SERIES: A group o f related records normally filed and used a s a unit for reference a s well a s retention and disposition purposes. 

4. Record Series Title 
60-2 Motor Unit Application Process 

5. Earliest Year/Latest Year 

2 0 1 2 > _ a « / 3 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function o f the series.) 

Also contains all application associated paperwork. 

7. Record Series Format(s) List all 

. Letter Size Microfilm 

leaaisize Computer Tape 

Audio Tape Floppy Oisk 

X Bound Book Video Tape 

Other (snectfvl 

8. Record Senes Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

X Other ( s p e ^ p t e r 

9 Volume 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape (s) 
Number . , 

X Other (speciry)_FJinCler 

7. Record Series Format(s) List all 

. Letter Size Microfilm 

leaaisize Computer Tape 

Audio Tape Floppy Oisk 

X Bound Book Video Tape 

Other (snectfvl 

8. Record Senes Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

X Other ( s p e ^ p t e r 

10. Annual Accumulation 

File Drawer(s) 
Microfilm Reel (s) 

1 Computer Tape (s) 
Number X Other (specify) Binder 

11. File Is Used 

Daily Weekly Monthly Annually X As needed 
12. File Becomes Inactive After 

3 . Month(s) x Year.s) o r t i m ^ 
Number with unit + 

3 years 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

i4. Is Record Series Duplicated Elsewhere? (If yes, specify agency o r 
office.) 

X Yes No 

Electronically. 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is a n Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 
For accepted applicants - maintain for 
length of time member remains on the unit 
plus 3 yrs., for applicants not accepted 

19. Name and Title o f Preparer 
Leesa M. Radja, Administrative Aid 

-vma±nta:_ 
20. Telephone Number 

410-799-4548 

n 3 yrs then destroy. 
2 1 . Date 

11/15/13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799 1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -TvDe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799 1930 
PAGE • • OF _ 1 tS_ 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

Motor Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4 Record Series Title 

60-3 Motor Unit Team Roster 
5. Earliest Year/Latest Year 

^ _ i i . o _ ^ c? i 3 
e. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Self explanatory. 

7. Record Series Format(s) List all 

X • Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other isoecjfv) 

8. Record Series Sequence 

Alphabetical 

Numerical 

X Chronological date of 
Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 
Number X Other (specify)_Binder adit 

7. Record Series Format(s) List all 

X • Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other isoecjfv) 

8. Record Series Sequence 

Alphabetical 

Numerical 

X Chronological date of 
Geographical 

Other (specify) 

10. Annual Accumulation 

File Drawer(s) 
2 Microfilm Reel(s) 

Computer Tape(sL 
Number X Other (specify) Binder 

1 1 . File is Used 

Daily Weekly v Monthly Annually 

12. Fee Becomes Inactive After 

Superseded Month(s) Year(s) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

Electronically. 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain current roster until superseded then 
destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

.11/15/13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-789-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE * " O. 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

Motor Unit 

DEFINITION - RECORD SERIES: A qroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
a Record Series Title 

60-4 Motor Unit Training Files 
5. Earliest Year/Latest Year 

XOLif,_ * O | 3 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Includes attendance forms and certificates. 

7. Record Series Format(s) List all 

. Letter Size MioroNm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other IsDeciM 

6. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

X File Drawer(s) 

Microfilm Reel(s) 

Less than „ 
Computer Tape(s) 

Number -L 
Other (specify) 

7. Record Series Format(s) List all 

. Letter Size MioroNm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other IsDeciM 

6. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

^ File Drawer(s) 
, , Microfilm Reel(s) 

Less than _ , _ ,. 
Computer TaDe(s) 

Number 1 Other (specify) 

11 . File is Used 

Daily Weekly Monthly Annually ^ ^ g needed 
12. File Becomes Inactive After 

1 0 MonthCsi x Year(s) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for 10 years for court then destroy. 

is. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11/15/13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE ; i OF _ ' . u 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

Motor Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

60-5 ATA/" Training 
5. Earliest Year/Latest Year 

2 0 1 3 . . o J ^ - ^ ' 3 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Self explanatory. 

7. Record Series Format(s) List all 

. Letter Size Muronim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

X Bound Book Video Tape 

Other (sDecilvt 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9 Volume 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 
Number . 

X Other (specify)_Binder 

7. Record Series Format(s) List all 

. Letter Size Muronim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

X Bound Book Video Tape 

Other (sDecilvt 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

Number X Other (specify) Binder 

11. Fie is Used 

Daily Weekly Monthly Annually X AS needed 
12. File Becomes Inactive After 

Superseded Month (s) Year(s) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X N o 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain until superseded then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

1 1 / 1 5 / 1 3 

DGS 550-4 (Rev. 1/93) 



Instructions -Tvue or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE • * OF < ^ 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

Motor Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Eligibility List of Current Riders C, O — 

5. Earhesl Year/latest Year 

2 0 1 3 _ . o _ ^ ° < 5 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Self explanatory. 

7. Record Senes Formats) List all 

Y 

. Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Series Sequence 

Alphabetical 

Numerical 

Y_ Chronological 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

1 Computer Tapefs} 
Number 

X °<n<"ispecify)_ Binder 

7. Record Senes Formats) List all 

Y 

. Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Series Sequence 

Alphabetical 

Numerical 

Y_ Chronological 

Geographical 

Other (specify) 

10 Annual Accumulation 

File Drawer(s) 
^ Microfilm Reel(s) 

Computer Tape(s) 
Number ^ Other (specify) Binder 

1 1 . File is Used 

Daily Weekly Monthly Annually Y_ A S needed 
12. File Becomes Inactive After 

3 . Month(s) xYear(s) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operat ions Division 
7777 Washington Blvd 
Jessup, M D 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

Electronically. 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain 3 years then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

1 1 - 1 5 - 1 3 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

Pi H$ 
PAGE r OF 

1. Department/Agency 

Department of State Police 
2. (Jivision 

Special Operations Division 
3. Unit 

Mobile Field Force 
(MFF) Unit 

DEFINITION - RECORD SERIES: A qroup of related re 
4 Record Series Title 

70-1 Mobile Field Force Manual 
5. Earliest Year/Latest Year 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Self explanatory. 

7. Record Series Pormat(s) List all 

. Letter Size H u u » a 

Legal size Computer Tape 

Audio Tape Floppy Disk 

X Bound Book Video Tape 

Other (specify) 

8. Record Senes Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

X Other (specify) Manual 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 
Number 

X other (specify)_ Bound book 

7. Record Series Pormat(s) List all 

. Letter Size H u u » a 

Legal size Computer Tape 

Audio Tape Floppy Disk 

X Bound Book Video Tape 

Other (specify) 

8. Record Senes Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

X Other (specify) Manual 

10. Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

Number X Other (specify) gQ^jJ TQQQ^ 

1 1 . File is Used 

Daily X Weekly Monthly Annually 

12. File Becomes Inactive After 

Superseded Month(s) Year(s) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

H Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

Electronic:USB and computer hard drive 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 
Retain until superseded then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-5-13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE OF _ 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

MFF Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed a n d used a s a uni l for reference a s well a s retention and disposition purposes. 
4 Record Series Title 

70-2 Support Activities 
5. Earliest Year/Latest Year 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Includes files on requests for security, support (e.g., inauguration, festivals, 
sporting events). 

7. Record Series Format(s) List all 

y 

. Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

X File Drawer(s) 

Microfilm Reel(s) 

1 Cabinet 
Computer Tape(s) 

Number 
Other (specify) 

7. Record Series Format(s) List all 

y 

. Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

* File Drawer(s) 
^ Microfilm Reel(s) 

Computer Tape(s) 
Number Other (specify) 

11. FdeisUsed 

Daily Weekly y. Monthly Annually 

12. File Becomes Inactive After 

s Month(s) x Year(s) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Specia l Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes x No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18.. Recommended Retention 

Retain 5 years then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-5-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE OF _ -

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

M F F Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

a. Record Series Title 
70-5 Tactical Equipment Inventory Log 

5. Earliest Year/Latest Year 

1980, 2013 
6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Self explanatory. 

7. Record Series Format(s) List all 

. Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X Other (soecfvl FOITn 

8. Record Senes Sequence 

Alphabetical 

X Numerical 

Chronological 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

1 Computer Taoe(s) 
Number 

X Other (specify)_ Folder 

7. Record Series Format(s) List all 

. Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X Other (soecfvl FOITn 

8. Record Senes Sequence 

Alphabetical 

X Numerical 

Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

File Drawer(s) 
j Microfilm Reel(s) 

Computer Tape(s) 
Number j£ Other (specify) p Q lder 

11. Fie is Used 

Daily Weekly Monthly X Annually 

12. File Becomes Inactive After 

10 - Month(s) X Year(s) 
Number 

n Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

Barrack level 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain 10 years then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-5-13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGF 7_ OF 

1 . Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

MFF Unit 

DEFINITION - RECORD SERIES: A qroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 
70-6 Tactical Training Schedules 

5. Earliest Year/Latest Year 

20Qg to 3 . 0 I 3 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Yearly schedules for tactical training. 

7. Record Series Format(s) List all 

. Letter Size Micfomm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

j £ Other ( s p e a f y ) _ _ p ^ £ ^ 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

xFileXJ0»§K» CABINET 

Microfilm Reel(s) 

1 Computer Taoe(s) 
Number 

Other (specify) 

7. Record Series Format(s) List all 

. Letter Size Micfomm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

j £ Other ( s p e a f y ) _ _ p ^ £ ^ 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
1 Microfilm Reel(s) 

Computer Tape(s) 
Number Other (specify) 

11 . Fie is Used 

Daily Weekly Monthly Annually X Quarterly 
12. File Becomes Inactive After 

2 MonthCs) x Yearfs) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Divis ion 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X N° 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain 2 years then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, A d m i n i s t r a t i v e Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-5-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a seoarate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1030 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T v D e or Print a seoarate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1030 
PAGE _• or _ "̂S^ 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

MFF Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4 Record Series Title 70-7 

Tactical and Mass Arrest Procedures Manual 
5. Earliest Year/Latest Year 

Aoii to . - ^£?>3 
6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Self explanatory. 

7. Record Senes Format(s) List all 

. Letter Size 

Legal Si2e 

Audio Tape 

X Bound Book 

Other (specify) 

Microfilm 

Computer Tape 

Floppy Disk 

Video Tape 

8 Record Senes Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

X Other (specify) Manual 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 

Other (specify). Bound book 
10. Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

X Other (specify) BOUnd bOOk 

11. File is Used 

Daily x Weekly Monthly Annually 

12. File Becomes Inactive After 

Superseded Month(s) 
Number 

Year(s) 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operat ions Division 
7777 Washington Blvd 
Jessup, M D 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 
Electronic file: USB and hard drive 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

18. Recommended Retention 

Retain until superseded then destroy. 
Yes X No 

i9. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 

2 1 . Date 
11 -5 -13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE '^-(o -. _ Vff 

1 . Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

MFF Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

70-8 Disaster Plans 
5. Earliest Year/latest Year 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Includes plans for prisons, nuclear/power plants, and all county disaster/emergency plans. 

7. Record Senes Format(s) List all 

. Letter Size Microhm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

X Bound Book Video Tape 

X oihe, isoecrvi Electronic file 

6 Record Senes Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

X other (specify) By agenc 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 
Number 

X Other (spedfy)_BOUnd t)OOk 

7. Record Senes Format(s) List all 

. Letter Size Microhm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

X Bound Book Video Tape 

X oihe, isoecrvi Electronic file 

6 Record Senes Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

X other (specify) By agenc 

10. Annual Accumulation 

File Drawer(s) 
1 Microfilm Reel(s) 

y Computer Tape(s) 
Number X Other (specify) BOUnd b O O k 

& electronic file 

11 . Fie is Used 

Daily X Weekly Monthly Annually 

12. File Becomes Inactive After 

finpersetipd Month(s) Year(s) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain current plans and destroy outdated. 
c-*>p'r 5 . 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 
11-5-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a s e D a r a t e form for 
each n e w or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A C K N C Y R E C O R D S I N V E N T O R Y 

PAGE . 2 . 7 , ^ 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

S.T.A.T.E. 

DEFINITION - RECORD SERIES: A group of related records normally filed a n d used a s a unit for reference as w e l l as retention a n d disposition purposes. 
4 Record Series Title 
71-1 Strategic Tactical Assault Team Element (S.T.A.T.E 
Team Rosters 

S. Earliest Year/Latest Year 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Includes call-out rosters and personnel information sheets. 

7. Record Series Format(s) List all 

X; Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other Isoecrfy) 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 

X other (specify) File f Older 

7. Record Series Format(s) List all 

X; Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other Isoecrfy) 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tapefs) 

Number X Other (specify) File folder 

11. Fee is Used 

Daily Weekly Monthly Annually X As needed 
12. File Becomes Inactive After 

Superseded Month(s) Year(s) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is a n Index System used? If yes, explain briefly a n d describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain current roster destroy outdated 
copy. 

19. Name a n d Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-15-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799 1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T v D e or Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799 1930 
PAGE O * - 0 OF 

1. Department/Agency 

Department of State Police 
2 Division 

Special Operations Division 
3. Unil 

S.T.A.T.E. 

| DEFINITION - RECORD SERIES: A group of related records normally filed a n d used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

71-2 S.T.A.T.E. Qn-Call Schedules 
5. Earliest YearAalest Y«ar 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

On-call schedules for current/future year. 

7. Record Senes Format(s) List all 

X Letter Size 

Legal Size 

Audio Tape 

Bound Book 

Other (specify) 

Microfilm 

Computer Tape 

Floppy Disk 

Video Tape 

6. Record Senes Sequence 

Alphabetical 

Numerical 

« Chronological 

Geographical 

Other (specify) 

11. File is Used 

Daily Weekly Monthly Annually x As needed 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 

X other (spectfy)_ File folder 
10. Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

X Other (specify) File folder 

12. Fife Becomes Inactive After 

Superseded Month (s) Year(s) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operat ions Division 
7777 Washington Blvd 
Jessup, M D 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

7. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain current schedules destroy outdated 
copy. 

9. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 

2 1 . Date 

11-15-13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE OF 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

S.T.A.T.E. 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4 Record Series Title ^^fjuj1 <~^<~ 

71-3 S.T.A.T.E. After Action Reports 
5. Earliest Year/Latest Year 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

File includes after action reports from call-outs and completed Cost Analysis forms 
(MSP 138) attached to the After Action Report. 

7. Record Series Formats) List all 

X- Letter Size Microhm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other I K n e c i M 

6. Record Senes Sequence 

Alphabetical 
V 

Numerical 

Chronological 

Geographical 

Other (specify) 

9 Volume 

X File MX&}8/i Cabinets 
2 Microfilm Reel(s) 

Computer Tape(s) 
Number 

Other (specify) 

7. Record Series Formats) List all 

X- Letter Size Microhm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other I K n e c i M 

6. Record Senes Sequence 

Alphabetical 
V 

Numerical 

Chronological 

Geographical 

Other (specify) 

10 Annual Accumulation 

X File Drawer(s) 
^ Microfilm Reel(s) 

Computer Tape(s) 
Number Other (specify) 

11. File is Used 

Daily Weekly Monthly Annually x As needed 
12. File Becomes Inactive After 

1 0 MonthCs) x Year(s) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, M D 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

Archive maintained in TAC Shop. 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain 10 years then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-15-13 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECOKI1S I N V E N T O R Y 

3 o O F 

1. Department/Agency 

Department of State Police Special Operations Division 
3. Unil 

S.T.A.T.E. 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 
71-4 Monthly Training Booklets 

S. Earliest Year/Latest Year 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Includes attendance forms, syllabi, court summonses, itinerary and training. Booklets also 
contain Quarterly Weapons Qualification score sheets and course outline. Sniper Course 
training booklets are also included. Files are arranged by month. 

7. Record Series Format(s) Ust ALL 

X- Letter Size 

Legal Size 

Audio Tape 

Bound Book 

Other (specify) 

Microfilm 

Computer Tape 

Floppy Disk 

Video Tape 

B. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

^ File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
1/4 drw Microfilm Reel(s) 

Computer Tape(s) 
Other (specify) 

11. File is Used 

Daily x Weekly Monthly Annually 

12. File Becomes Inactive After 

If) Month(s) X Year(s) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operat ions Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for 10 years then destroy. 

is. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-15-13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE - OF 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3 Unit 

S.T.A.T.E. 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
a. Record Series Title 

71-5 Special Training Files 
5. Earliest Year/Latest Year 

e Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Files include training of allied agencies and special assignments regarding training or 
equipment use. 

7. Record Senes Format(s) List all 

Letter Size Micronim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Olher (specify) 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

JL Computer Tape(s) 
Numbe' X01her(specify)_ File folder 

7. Record Senes Format(s) List all 

Letter Size Micronim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Olher (specify) 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tapeis) „ , , 

Number Xother (specify) File Z O l C i e r 

11 . File is Used 

Daily Weekly Monthly Annually X A s needed 
12. File Becomes Inactive After 

1 0 Monthfs) Y Year(s) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

M. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes x No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain 10 years then destroy. 

i9. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 

2 1 . Date 

11-15-13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 5- . . OF 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3 Unit 

S.T.A.T.E. 
DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
t. Record Series Title 

7 1 - 6 Course Syllabi 
5. Earliest Year/Latest Year 

13 „ 1>?J 3 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Files include course syllabi for Entry-Level Basic S.T.A.T.E. Training, Sniper Training 
and S.T.A.T.E. training other than monthly training. 

7. Record Series Format(s) List all 

Letter Size Mio-onim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9 Volume 

File Drawer(s) 

Microfilm Reel(s) 
1 

Computer Tape(s) 
Number 

Xother(spedfy)_ File folder 

7. Record Series Format(s) List all 

Letter Size Mio-onim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

Number X Other (specify) p-Qg -folder 

11 . File is Used 

Daily Weekly Monthly Annually X AS needed 
1? File Becomes Inactive After 

Superseded Month(s) Year(s) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X N o 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain until superseded then destroy. 

19 Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

1 1 - 1 5 - 1 3 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE «- OF _ 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

S.T.A.T.E. 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4 Record Series Title 

71-7 Equipment Specifications 
5. F»-'"^st Year/1 —' v * w 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Includes specs written for requisitions to Quartermaster Division and equipment brochures. 

7. Record Series Format(s) List all 

y . Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

6. Record Senes Sequence 

Y 

Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

9. Volume 

X File Drawer(s) 

Microfilm Reel(s) 

1 Computer Tape(s) 
Number 

Other (specify) 

7. Record Series Format(s) List all 

y . Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

6. Record Senes Sequence 

Y 

Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Microfilm Reel(s) 

1/4 drw Computer Tape(s) 
Number Other (specify) 

11 . File is Used 

Daily Weekly Monthly Annually X AS needed 
12. File Becomes Inactive After 

Obsolete Monthfs) Year(s) 
Number 

n Current Location(s) (Bldg., Floor, Room) 
Special Operat ions Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for life of equipment. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-15-13 

DGS 550-4 (Rev. 1/93) 



Instructions -Tvpe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799 1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Tvpe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799 1930 
PAGE ' OF 1 u 

1. DepartmenUAgency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

Underwater Recovery Team 
(URT) 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

72-1 Underwater Recovery Team (URT) Manual 
5. Earliest Year/latest Year 

JzOOie. -FT, JITS / 3> 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Self explanatory. 

7. Record Senes Format(s) List all 

. Letter Size 

Legal Size 

Audio Tape 

X Bound Book 

Other (specify) 

Microfilm 

Computer Tape 

Floppy Disk 

Video Tape 

6. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological Date of 
Geographical e C llt 
Other (specify) 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 

YPmm*"**Qcnxnd book 

11. File is Used 

Daily Weekly Monthly X Annually 

10. Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

Number Other (specify) 

N / A 

12. File Becomes Inactive After 

Superseded Month(s) 
Number 

Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operat ions Division 
7777 Washington Blvd 
Jessup, M D 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 
Electronically - USB 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain until superseded then destroy, 

19 Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 

21 . Date 

11-15-13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a s e D a r a t e f o r m for 
e a c h new or r e v i s e d r e c o r d s e r i e s . Forward w i t h 

Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Watedoo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE — ' v - > OF 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unil 

URT 

DEFINITION - RECORD SERIES: A g r o u p of r e l a t e d r e c o r d s n o r m a l l y f i l ed and u s e d as a un i t for r e f e r e n c e as well as r e t e n t i o n and d i s p o s i t i o n p u r p o s e s . 

A. Record Series Title 

72-2URT Team Rosters 
5. Earliest Year/Latest Year 

6 Record Series Description (Briefly d e s c r i b e the types of information /documents/forms found in the series. Include the p u r p o s e or f u n c t i o n of the series.) 

Self explanatory. ____\ 

7. Record Series Formal(s) List all 

. Letter Size Microritm 

Leoai size Computer Tape 

Audio Tape Floppy Disk 

X Bound Book Video Tape 

Other IsneciM 

8. Record Series Sequence 

Alphabetical 

Numerical 

X Chronological Date of 
edit 

Geographical 

Other (specify) 

9 Volume 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 
Number 

X other ispecity)_ Bound book 

7. Record Series Formal(s) List all 

. Letter Size Microritm 

Leoai size Computer Tape 

Audio Tape Floppy Disk 

X Bound Book Video Tape 

Other IsneciM 

8. Record Series Sequence 

Alphabetical 

Numerical 

X Chronological Date of 
edit 

Geographical 

Other (specify) 

10. Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

Number X Other (specify) PaCje 

11. File is Used 

Daily Weekly Monthly XAnnually 

12. File Becomes Inactive After 

Superseded Month(s) Year(s) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, s p e c i f y a g e n c y or 
o f f i c e . ) 

X Yes No 
Electronically - USB 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System u s e d ? If yes, e x p l a i n b r i e f l y and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain current rosters destroy outdated 
copy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-15-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE OF 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3 Unil 

URT 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4 Record Series Title 
72-3 URT On-Call Schedule 

S. Earliest Year/Latest Year 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains on-call schedules for current/future year. 

7. Record Series Format(s) List all 

1 Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

X Bound Book Video Tape 

Other tsoocitvl 

6. Record Senes Seguence 

Alphabetical 

Numerical 

X Chronological Date of 
, submissi 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 
Number 

X Other (specify)_BOUnd t>OOk 

7. Record Series Format(s) List all 

1 Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

X Bound Book Video Tape 

Other tsoocitvl 

6. Record Senes Seguence 

Alphabetical 

Numerical 

X Chronological Date of 
, submissi 

Geographical 

Other (specify) 

~JJ4J0. Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

Number ' X Other (specify) Page 

11. File is Used 

Daily Weekly X Monthly Annually 

12. File Becomes Inactive After 

Superseded Month(s) Year(s) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

Electronically - USB 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain current schedules destroy outdated 
copy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 i . Date 

11-15-13 

DGS 550-4 (Rev. 1/93) 



Instructions -Tyoe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Tyoe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

3 7 . 
PAGE * ' OF 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3 Unil 

URT 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

72-4 URT Application Process 
5. Earliest Year/latest Year 

2009 „ _ 3 « ' 2> 
6. Record Series Description (Briefly describe the types of information/documents/forms found in the 

Also contains all application associated paperwork. 
series. Include the purpose or function of the series.) 

7. Record Series Format(s) List all 

X . Letter Size 

Legal Size 

Audio Tape 

Sound Book 

Other (specify} 

Microfilm 

Computer Tape 

Floppy Disk 

Video Tape 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

1/4 drw 

X File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

Number Other (specify) 

1/4 drw 

Daily Weekly Monthly X Annually 

File Becomes Inactive After 

Number 
Month(s) x Year(s) P o s t 

involvement 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

Electronically - USB 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

9 Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

18. Recommended Retention 

For accepted applicants: maintain for duratidn 
member is with unit plus 3 years then destroy^ 
Non-racceated applicants retain^_3—years then 

20. Telephone Number destroy. 
410-799-4548 

2 1 . Date 

11-15-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a s e D a r a t e form for 

e a c h n e w or revised record s e r i e s . Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

3>S> 
P A G E . ^ 0. OF _ " 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3 Unil 

URT 

DEFINITION - RECORD SERIES: A group of related records normally tiled and used as a unit for reference as well as retention and disposition purposes. 
4 Record Series Title 

72-5 Request for Demonstrations 
S. Earliest Year/Latest Year 

6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains requests for static displays for civic/MSP functions. Files include completed 
Cost Analysis form (MSP 138). 

7. Record Series Format(s) List all 

. Letter Size Microriim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X other (specny) Google Calendar 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

N/A Computer Tape(s) 
Number 

Other (specify) 

7. Record Series Format(s) List all 

. Letter Size Microriim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X other (specny) Google Calendar 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10 Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 

N/A Computer Tape(s) 
Number Other (specify) 

11. File is Used 

Daily Weekly X Monthly Annually 

12. File Becomes Inactive After 

3 Month(s, x Year(s) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

Electronically - USB 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System u s e d ? If y e s , explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for 3 years then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-15-13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE / OF 1 " 

1 Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

URT 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4 Record Series Title 

72-6 URT Dive Plans 
5 Earliest Year/Latest Year 

e Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains pre-dive plans and Estimated Cost Analysis form (MSP 138) attached to pre-dive 
plan report. 

7. Record Series Format(s) List all 

X- Letter Size Microfilm 

Legat size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X oih.,(specrfyi_ET=ectronic 

6. Record Series Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 
N / A r. 

Computar Tape(s) 
Number 

X 0,her(sp',d'y)-Electronic 

7. Record Series Format(s) List all 

X- Letter Size Microfilm 

Legat size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X oih.,(specrfyi_ET=ectronic 

6. Record Series Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

File Drawer(s) 
M / a Microfilm Reel(s) 

Computer Tape(s) 
Number X Other (specify) EleCtrOniC 

11. File is Used 

Daily Weekly ^ Monthly Annually 

12. File Becomes Inactive After 

3 Month(s) X Yearfs) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

Electronic - USB 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for 3 years then destroy. 

19 Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-15-13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a S E D A R A T E form for 
each N E W OR revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE ' _ OF . 1 0 

1. Deparlmenl/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3 Unil 

URT 

DEFINITION - RECORD SERIES: A group of related records normally filed A N D used A S A unit FOR reference A S well A S retention and disposition purposes. 
A. Record Series Title 

72-7 URT After Action Reports 
5 Earliest Year/Latest Year 

6 Record Series Description (Briefly describe the types of information/documents/forms found I N the series. Include the purpose O R function of the series.) 

Contains after action reports from call-outs and completed Cost Analysis form (MSP 1 3 8 ) 
attached to the After Action Reports. 
7. Record Series Formal(s) List all 

. Letter Size Microfilm 

Legal size Computer Tape 

Audio ' I [ " ' Floppy Disk 

Bound Book Video Tape 

X Electronic unless p r i n t o u t 
r e q u i r e d . 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

N/A Computer Tape(s) 
Number 

X Olher (specify)_T£;]_eCtrOniC 

7. Record Series Formal(s) List all 

. Letter Size Microfilm 

Legal size Computer Tape 

Audio ' I [ " ' Floppy Disk 

Bound Book Video Tape 

X Electronic unless p r i n t o u t 
r e q u i r e d . 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

File Drawer(s) 
j v j / ^ Microfilm Ree l (S) 

Computer Tape(s) 
Number X Olher (specify) E l e C t r O n i C 

11. File is Used 

Daily Weekly X Monthly Annually 

12. File Becomes Inactive After 

3 Monthfs, x Year(s) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If Y E S , specify agency or 
office.) 

X Yes No 

E l e c t r o n i c - USB 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is A N Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for 3 years then destroy. 

19 Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

1 1 - 1 5 - 1 3 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 1 OF ' " 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

URT 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4 Record Series Title 

72-8 URT Training Files 
5. Earliest Year/Lalest Year 

20O2<°- 2 ° ' 3 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains attendance forms, syallabi, court surrmons, itinerary and other training material. 

7. Record Series Format(s) List all 

X- Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X other (specify)—Electronic 

8. Record Senes Sequence 

N/A 

Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 
Number 

X ^'"-Electronic 

7. Record Series Format(s) List all 

X- Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X other (specify)—Electronic 

8. Record Senes Sequence 

N/A 

Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 
x File Drawer(s) 
, Microfilm Reel(s) 

Less tnan C o m p u t e r T a p e ( s ) 

Number 1 Other (specify) 

Only applies to hard copies. 

f t . File is Used 

Daily Weekly ^ Monthly Annually 

12. File Becomes Inactive After 

1 0 - Month's) x Yeans) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

Electronic 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain 10 years for court then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 i . Date 

1 1 - 1 5 - 1 3 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a S E D A R A T E form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -TvDe or Print a S E D A R A T E form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 
PAGE OF • ^ P 

1. Department/Agency 

Department of State Police 
2. Divis ion 

Special Operations Division 
3 Unil 

URT 

4. Record Series Title 

72-9 Equipment g p e c i f i c a t i o o a 

5. Earliest Year/Latest Year 

200Qo * M » , 3 , 

o Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains specs written for requisitions to Quartermaster Division and brochures. 

7. Record Senes Formal(s) List all 

% . Letter Size 

Legal Size 

Audio Tape 

Bound Book 

M i c r o f i l m 

Computer Tape 

Floppy Disk 

Video Tape 

X °««'(sp»cnv)_Electronic 

6. Record Series Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

11 . File is Used 

Daily Weekly X Monthly Annually 

X File Drawer(s) 

Microfilm Reel(s) 

Less than 
1 Computer Tape(s) 

Number X o m e r ( s p e c m / ) _ a n c T , electronic 
10. Annual Accumulation 

X File Drawer(s) 
Microfilm Reel(s) 

Less than Computer Tape(s) 
Number 1 yo*"" 1 8 ^ 'and electronic 

12. File Becomes Inactive After 

Obsolete• 
Number 

fvlonth(s) Year(s) 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Divis ion 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

Electronically - USB 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for life of equipment,""f^v l*-s4)rtiyt 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2t. Date 

11-15-13 
DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a S E D A R A T E form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410- 799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE OF 1 O 

I t. DepartmenUAgency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

URT 

DEFINITION - RECORD SERIES: A qroup of related records normally filed and used A S a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 
72 -10 URT Correspondence 

5. Earliest Year/Latest Year 

1 6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Contains all form 1 7 's, letters, etc. pertaining to URT. 

1 7. Record Senes Formal(s) list all 

1 X. Letter Size Microhm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X Other IsneciM OTh°T~ media 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

X File Drawer(s) 

Less than ... r. _ ... 
Microfilm Reel(s) 

Computer Tape(s) 

Number ^ other (specify)_and other media 

1 7. Record Senes Formal(s) list all 

1 X. Letter Size Microhm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

X Other IsneciM OTh°T~ media 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Less than Microfilm Reel(s) 

1 Computer Tape(s) 
Number X Other (specify) . 

Other media 

| 11. H e is Used 

Daily Weekly x Monthly Annually 

12. File Becomes Inactive After 

3 . Month(s) v Year(s) 
Number 

1 13. Current Location(s) (Bldg., Floor, Room) 
Special Operat ions Division 
7777 Washington Blvd 
Jessup, M D 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

Electronically - USB 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for 3 years then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
21 . Date 

11-15 -13 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e o r Print a s e D a r a t e form for 
e a c h new o r revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE ' ' OF ' • 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unil 

HRT 
Hostage Recovery Team Unit 

DEFINITION - RECORD SERIES: A qroup of related records normally filed and u s e d a s a unit for reference a s well a s retention and d i s p o s i t i o n purposes. 

4. Record Series Title 
73-1 Hostage Recovery Team Rosters (HRT) 

5. Earliest Year/latest Year 

2013 ,„ 2013 
6. Record Series Description (Briefly describe the types o f information/documents/forms f o u n d in the series. Include the purpose o r function of the series.) 
Includes call-out rosters and personnel information sheets. 

7. Record Series r-ormat(s) List all 

X . Letter Size Microriim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other Isoeafv) 

8. Record Series Sequence 

Alphabetical 

Numerical 

X Chronological date of 
edit 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

1 XComputerXi^eSsX Files 
Number 

Other (specify) 

7. Record Series r-ormat(s) List all 

X . Letter Size Microriim 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other Isoeafv) 

8. Record Series Sequence 

Alphabetical 

Numerical 

X Chronological date of 
edit 

Geographical 

Other (specify) 

10. Annual Accumulation 

File Drawer(s) 
MICROFILM Reel(s) 

1 XCOMPUTERWS^ Files 
Number Other (specify) 

11. File is Used 

Daily Weekly Monthly XAnnually 

12. File Becomes Inactive After 

Superseded Month(s) Year(s) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency o r 
office.) 

X Yes No 

F/Sgt. J . Russell's laptop hard drive. 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is a n Index System u s e d ? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain current rosters and destroy outdated 
copy. 

19. Name and Title o f Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
21. Date 
11-1-13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE OF 

1. Department/Agency 

Department of State Police 
2. [ l i v i s i on 

Special Operations Division 
3. Unit 

HRT Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 
7 3 - 2 HRT On-Call Schedules 

S. Earliest Year/Latest Year 

2013_.o_Z013 

e. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

On-call schedules for current/future year. 

7. Record Senes Format(s) List all 

X . Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape cloppy Disk 

Bound Book Video Tape 

Other (specify) 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological Date of 
,. , edit. 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

1 X Computer X56QQ( Files 
Number 

Other (specify) 

7. Record Senes Format(s) List all 

X . Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape cloppy Disk 

Bound Book Video Tape 

Other (specify) 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological Date of 
,. , edit. 

Geographical 

Other (specify) 

to. Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 

1 X ComputerXX^FileS 
Number Other (specify) 

11. Fie is Used 

Daily Weekly Monthly XAnnually 

12. File Becomes Inactive After 

Superseded Month(s) Year(s) 
Number 

13 Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 
F/Sgt. J . Russell's laptop hard drive. 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain current schedules and destroy outdated 
copy. 

19 Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

1 1 - 1 - 1 3 

DGS 550-4 (Rev. 1/93) 



Instructions - T v D e or Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T v D e or Print a s e D a r a t e form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterioo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 
PAGE ^ OF ¥ 9 

1. Department/Agency 

Department of State Police 
2 Division 

Special Operations Division 
3. Unit 

HRT Unit 
DEFINITION - RECORD SERIES: A qroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
< Record Series Title 

73-3 HRT After Action Reports 
5. Earliest Year/Latest Year 

20ffiS.,o_2Q13 

X o r - 9 6 Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

File includes after action reports from call-outs and completed Cost Analysis form (MSP 
138) attached to the after action reports. 

7. Record Series Format(s) List all 

X. Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

y File Drawer(s) 

Microfilm Reel(s) 
1/4 

Computer Tape(s) 
Number 

Other (specify) 

7. Record Series Format(s) List all 

X. Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8 Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

X File Drawer(s) 
Microfilm Reel(s) 

1 ^ Computer Tape(s) 
Number Other (specify) 

11 File is Used 

Daily Weekly Monthly ^ Annually 

12. Hie Becomes Inactive After 

5 Month(s) vYear(s) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

On originating trooper's laptop hard drive. 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for 5 years then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

1 1 - 1 - 1 3 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE V-70F ^ 

1. Departmenl/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

HRT Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used a s a unit for reference a s well a s retention and disposition purposes. 

4. Record Series Title 
73-4 HRT Training Files 

5. Earliest Year/Latest Year 

2003,0 20J.3 
6. Record Series Description (Briefly describe the types of information/documents/fonris found in the series. Include the purpose or function of the series.) 

INcludes attendance forms and certificates. 

7. Record Series F-ormal(s) List all 

X . Letter Size Microfilm 

LeBai size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

1 Computer Tape(s) 
Number 

X Other (specify)_gj_nc1er 

7. Record Series F-ormal(s) List all 

X . Letter Size Microfilm 

LeBai size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Senes Sequence 

Alphabetical 

Numerical 

X Chronological 

Geographical 

Other (specify) 

10. Annual Accumulation 

File Drawer(s) 
Microfilm Reel(s) 

1 Computer Tape(s) 
Number X Other (specify) Binder 

11. FileisUsed 

Daily Weekly Monthly X Annually 

12. File Becomes Inactive After 

1 0 Month(s) v Year(s) 
Number 

i3. Current Location(s) (Bldg., Floor, Room) 
Special Operations Division 
7777 Washington Blvd 
Jessup, MD 20794 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain for 10 years for Court then destroy. 

19. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 

2 1 . Date 
11-1-13 

DGS 550-4 (Rev. 1/93) 



Instructions -TvDe or Print a S E D A R A T E form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup. Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE OF 

1. Department/Agency 

Department of State Police 
2. Division 

Special Operations Division 
3. Unit 

HRT Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4 Record Series Title 

73-5 HRT Policy & Procedure Manual 
5. Eariiest Year/latest Year 

•3.V.I3 to 3 

6. Record Series Description (Briefly describe T H E types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Self explanatory. (^%J^U o~J- fJ-^-e*^*-*^ y * _ ^ ^ ^ t 7 Uvs+ttp^ ( h ^ r ^ c t ~T~o<x^ 

7. Record Series Formal(s) Lisl all 

X • Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Senes Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

X Other (specify) Manual 

9. Volume 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 
Number v • j 

X Other (specity)_ tiinuer 

7. Record Series Formal(s) Lisl all 

X • Letter Size Microfilm 

Legal size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Senes Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

X Other (specify) Manual 

10. Annual Accumulation 

File Drawer(s) 
. Microfilm Reel(s) 

Computer Tape(s) 
Number Other (specify) Binder 

11 . FileisUsed 

Daily Weekly Monthly Annually X As needed 
12. File Becomes Inactive After 

Superseded Month(s) Year(s) 
Number 

13. Current Location(s) (Bldg., Floor, Room) 
Special Operat ions Division 
7777 Washington Blvd 
Jessup, MD 20794 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

X Yes No 

As an electronic .pdf 
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

Yes X No 

16. Audit Requirements 

X None State Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes X No 

18. Recommended Retention 

Retain until superseded then destroy. 

i9. Name and Title of Preparer 
Leesa M. Radja, Administrative Aid 

20. Telephone Number 

410-799-4548 
2 1 . Date 

11-1-13 

DGS 550-4 (Rev. 1/93) 


